Department of Veterans Affairs
Under Secretary for Health

Vet erans Heal th Adm nistration
Washi ngton, DC 20420

February 8, 1994

VHA MEMORANDUM
NO. 10-94-001

ACQUI R NG RENTAL CONFERENCE SPACE

1. PURPCSE: This Veterans Health Admnistration (VHA) Menorandumis issued to
establish procedures for acquiring rental conference facilities in private
hotels and motels. It replaces Menorandum 10-91-015.

2. PAOICY
a. The rental of space for VA sponsored synposia and training sessions
may be unwarranted when other alternatives are available at no expense or

reduced expense to the government.

b. The geographical l|ocation for a VA conference should be selected,
based on mni num overall travel costs for all governnent participants.

3. ACTI ON: Acquiring Rental Space for VA - Sponsored Synposia and Training
Sessi ons.

a. otaining Rental Space for Conferences

(1) The following criteria for the selection of an appropriate facility
nmust be addressed in a nenorandum before rental space can be obt ai ned.

(a) A thorough effort nust be made to schedule conferences and training
sessions so that the conference facilities of VA installations in the city
where the conference is held nay be used.

(b) Efforts will be made to schedul e conferences, where government space is
not avail able, through hotels and notels which offer free conference facilities
in exchange for a stipulated nunmber of [odging reservations for participants.
Surcharges per lodging or increased room rates, to offset the cost of the
conference room shall be considered paynent for such space.

(c) If none of the above is practical, rental conference space wll be
obt ai ned. Proposals to rent conference space costing over $2, 500 must be
justified with conplete docunentation and quotes fromthree different hotels
or notels. This should include cost, contact person and phone nunber, which
will be maintained in the purchase order file.

(d) Necessary information to process the request will include the date
time, nunber of participants, nane of conference room (if known), and any
speci al seating arrangenents.
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(e) Al special needs, if any, for audio visual services, etc. nust be so
stated in the request. Should the vendor be other than the hotel or notel for
t hese services, it should al so be noted.

() The costs of coffee, refreshments, neals, lodging, tips and other
supplies and services not directly related to the presentations within the
conference space are not all owabl e.

(g) The conference coordinator of the requesting office will continue to be
responsi bl e for individual roomreservations, including any cancellations.

b. Al Central Ofice VHA elenents should send their conpleted nenoranduns
to Ofice Adnministration Staff (163D) for action. |If CORE PIT funds are to be
used, the nenorandum nmust be routed through (144) the AsCMD for Acadenic
Affairs for concurrence.

4. REFERENCE: VA Acquisition Regul ations, Paragraph 870.113, Paid Use of
Conference Facilities.

5. FOLLOMUP RESPONSIBILITY: Ofice Admnistration Staff (163D).

6. RESCI SSI ONS: Menor andum 10-91-015 is resci nded. This VHA Menprandum wi | |
expire February 10, 1997.

Si gned 2/8/94
John T. Farrar, MD.
Acting Under Secretary for Health
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